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Transportation Voucher Certification Branch (TVCB) 
Personally Procured Move (PPM) 

How to correctly assemble and submit your PPM Claim 
6 Oct 16 
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The following slides will show: 
the correct way to assemble/submit a PPM

claim
documents/information required to process a

claim for payment
provide you with important dos and don’ts
help you receive your PPM incentive payment

in an accurate and timely manner
PPM claims received without required documents/information 

WILL lead to payments being delayed. 

INTRODUCTION 
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REQUIRED DOCUMENTS 
 Direct Deposit form (Optional): ONLY Marines who are retiring/

separating can change banking information with this form-all others
contact IPAC

 DD form 2278
 Paid rental contract(s)/Privately Owned Vehicle/Trailer (POV/POT)

registration(s) *be sure to include all pages of rental contracts
 DD form 1351-2
 Voucher for advance payment (if received)
 Weight tickets (certified/legible/adequately descriptive) **weight

tickets must list what is on scale, including what is being towed
 Personally Procured Move (PPM) checklist and certification of

expenses
 Separation or Web Orders (with travel SDN)
 Receipts (fuel, tolls, weight tickets, packing supplies, etc. LABELED)
 Power of Attorney (POA) – if applicable

(SUBMIT IN THIS ORDER) 
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DIRECT DEPOSIT FORM 

*ONLY Marines who are retiring/separating can
change banking information with this form 
included with their PPM claim 

All other Marines contact your IPAC for guidance 
– DO NOT SUBMIT THIS FORM WITH YOUR
CLAIM- 
Your claim cannot be processed for payment 
until the new banking information has been 
changed through IPAC/DFAS 

Members are advised to not make changes to 
their banking account until all payments have 
been received 

http://www.gsa.gov/portal/getFormFormatPortalData.action?mediaId=18294 

(OPTIONAL*) 

http://www.gsa.gov/portal/getFormFormatPortalData.action?mediaId=18294
http://www.gsa.gov/portal/getFormFormatPortalData.action?mediaId=18294
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DD FORM 2278 
Obtained via www.move.mil  Official  DPS 
Portal 

DD Form 2278 
 Be sure highlighted fields are completed
 Block 5 – needs to be your current mailing

address incase we need to contact you;
your payment will be direct deposit, no
checks are issued

 Block 9 – these cost computations are
ESTIMATES ONLY based on the ESTIMATED
WEIGHT and the origin & destination listed
in Block 7.a.

 Block 10 – MUST have your signature and
the signature of the DMO Counselor – ONLY
EXCEPTION-DMO is other than USMC and
utilize electronic signatures

 DO NOT PEN CHANGE THIS FORM

http://www.move.mil/
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POV REGISTRATION 

• Must submit POV registration
• If anything is borrowed, include signed

statement of permission from the
owner.

SAMPLE STATEMENT OF PERMISSION 

I, _________, give ________ permission to use my 
_____ to move their household goods from _____ 
to ______.  

Owner Signature 

Note:  Registration is needed if moving a 
boat, motorcycle or ATV (etc.)  
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PRIVATELY OWNED TRAILER (POT) REGISTRATION 

MEMBER CAN RECEIVE THE WEIGHT OF THE UTILITY TRAILER USED IN A PPM AS DEFINED BY THE 
JTR: utility trailers, with or without tilt beds, with a single axel, and an overall length of no more 
than 12 feet (from rear to trailer hitch), and no wider than 8 feet (outside tire to outside tire). 
Side rails/body no higher than 28 inches (unless detachable) and ramp/gate for the utility trailer 
no higher than 4 feet (unless detachable). 

Note: Member CAN utilize an enclosed trailer but weight of the trailer  
WILL NOT be counted towards your weight allowance.  Empty weight 
ticket MUST include trailer 

If state does not require trailers to be registered, include a signed written 
statement to that effect 

Claim must include a copy of the trailer registration/ 
title/bill of sale to show ownership 

If trailer is borrowed, include signed 
statement from the owner giving you 
permission to use 

DO NOT GET WEIGHT 

Can use to move 
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Rental Expenses 
Make sure that all pertinent 
information is legible:  
 Name
 Date of rental period
 Description of rental
 Amount billed/paid
 Pick up/Drop off locations
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RENTAL EXPENSE 

Rental agreement must show 
size of the truck. 

Must also show that it has been 
paid in full.  

MAKE SURE LEGIBLE 
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RENTAL EXPENSES 

Rental Examples 

Some rental contracts are 
more than one page – be 
sure to include all pages of 
your contract that list the 
description of what was 
rented, amount billed/ 
paid etc. 
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Rental Expenses 

If PODS/You-Pack/We-drive company is 
used, be sure all charges are listed as 
shown in the example.  
Make sure all pertinent information is  
legible: 
Name, origin, destination, date, amount 
billed and paid, etc. 

Reservation cannot be accepted in lieu 
of paid invoice 

Contractor must provide weight tickets 
as if you were moving your HHG; the 
Contractor must provide empty and full 
weight tickets at origin and a full 
weight ticket at destination

sandi.alvey
Typewritten Text
XXXXXXXXX
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DD Form 1351-2 

All of the highlighted fields 
are required.  

Be sure to sign block 20a. 

DD Form 1351-2 

City, ST (Origin) 
City, ST (Dest.) 

http://www.logcom.marines.mil/portals/184/docs/sites/tvcd/files/dd1351-2-form-20160712.pdf
http://www.logcom.marines.mil/portals/184/docs/sites/tvcd/files/dd1351-2-form-20160712.pdf
http://www.logcom.marines.mil/portals/184/docs/sites/tvcd/files/dd1351-2-form-20160712.pdf
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   VOUCHER FOR ADVANCE PAYMENT 

 If advance was listed on DD Form 2278 [9(a)(4)], whether
it was received or not, the Advance Voucher Sheet, or an
alternative confirmation/denial of receipt of the Advance
Operation Allowance is required.

 If an advance was neither received nor noted on DD Form
2278, this form is not required.

 http://www.logcom.marines.mil/portals/184/docs/sites
/tvcd/files/Advance-pay-receipt.pdf Travel Voucher showing advance 

may be substituted for 
confirmation of advance payment. 

http://www.logcom.marines.mil/portals/184/docs/sites/tvcd/files/Advance-pay-receipt.pdf
http://www.logcom.marines.mil/portals/184/docs/sites/tvcd/files/Advance-pay-receipt.pdf
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VOUCHER FOR ADVANCE PAYMENT 
Travel Voucher from myPay 

This document may also be 
substituted for confirmation of 
advance payment 

EXAMPLE 
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WEIGHT TICKETS 
Legible copies of certified empty and full weight tickets 

GOOD
SPECIFIC REQUIREMENTS FOR WEIGHT TICKETS: 
*Empty AND Full weight tickets for each vehicle/trailer/ moving
company truck/etc. used to transport HHGs at origin plus a full 
weight ticket at destination (3 tickets) 
TDY-new full and empty for each leg
*List what is being weighed at the time the ticket is printed to
include anything in tow: trailers, auto trailer with/without POV    
*If weight is not legible, write the weights, date, ticket number, to
the side of the weight stamped-DO NOT WRITE OVER STAMPED 
WEIGHT 

BAD

Rental truck only, 
nothing in tow 

Rental truck only, nothing in tow 

Weight tickets not adequately 
descriptive is the biggest issues 
resulting in delay of processing claims 
for payment 

UPDATE 100316
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CONVEYANCE & WEIGHT TICS 
Here are several examples of how members move their HHGs. Keep in mind some things you 
move or use to move your HHGs are not considered HHGs.  

weighed full weighed empty 
weight tickets should list:  
2012 Honda, rental trailer, motorcycle - Full 
2012 Honda, rental trailer - Empty 
Include POV & motorcycle registrations and paid rental 
contract for trailer in claim – THE MOTORCYCLE IS 
CONSIDERED HHGS 

weight tickets should list:  
ABC Moving Company  trk # 8675309 - Full 
ABC Moving Company  trk # 8675309 - Empty 
Include paid contract from moving company 

weighed full weighed empty 

These items are NOT considered HHGs (weight of these items will NOT be considered HHGs) 
*tow dolly
*auto transport
*rental trailer
*personally owned trailer (other than  POT defined in JTR)
*POV
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CONVEYANCE & WEIGHT TICS cont. 
weighed full weighed empty 

IF YOU USE A POV AND CARGO TRAILER 
weight tickets should list  
2010 Chevy truck & POT Full 
2010 Chevy truck & POT Empty 
Include POV & POT registrations in claim 

IF YOU DO NOT WEIGH POV WITH CARGO TRAILER EMPTY 
2010 Chevy truck & POT Full 
2010 Chevy truck Empty 
Include POV & POT registrations in claim – IF WEIGHT OF POT IS 
NOT LISTED ON REGISTRATION; SUBMIT AN EMPTY WEIGHT 
TICKET FOR TRAILER-CARGO TRAILER NOT CONSIDERED 
HHGS 

IF YOU USE A RENTAL TRUCK AUTO TRAILER FOR YOUR POV 
weight tickets should list 
26’ rental truck; auto trailer w/2010 Honda Civic Full 
26’ rental truck; auto trailer w/2010 Honda Civic Empty 
Include paid rental contract for truck, auto trailer and registration of POV 
in tow (POV in tow should also be listed on the rental  contract 

weighed full weighed empty 

IF YOU DO NOT WEIGH RENTAL TRUCK WITH POV ON AUTO TRAILER 
weight tickets should list 
26’ rental truck; auto trailer w/2010 Honda Civic Full 
26’ rental truck; auto trailer without POV Empty 
Include paid rental contract for truck, auto trailer and registration of POV 
in tow –if registration does not list weight of POV, submit empty weight 
for POV – POV IS NOT CONSIDERED HHGS 

BOTTOM LINE: in order to get the weight of your HHGs, the conveyance must be weighed empty and full  *if there is anything in tow when you weigh 
the rental truck/POV full – be sure rental truck/POV along with what is in tow is weighed empty 
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Authorized Expenses 
(Expenses are NOT reimbursed) 

Purchased consumable boxes and packing material (can be thrown away) less sales tax. 

Rented Equipment 
Rented 

Equipment 
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PPM CHECKLIST/EXPENSE CERTIFICATION
The PPM Checklist is: 
> reminder of documents/information required 
> to consolidate your authorized expenses

Receipts/Invoices for authorized expenses must 
be included in your claim:

~ rental truck, trailer, etc.
~ rental equipment (hand dolly, furniture pads, (etc.)
~ boxes, wrapping paper, tape, etc., (will be discarded after
   move)
~ weight tickets fees
~ fuel (label receipt to identify vehicle(s) for which the fuel
 was purchased) *pre-paid dollar amount does NOT qualify

~ tolls (label receipt to identify vehicle(s)
~ oil/additives (for rental truck) 

View the PPM Checklist

If receipts are not legible or descriptive – write to the 
side the amount/description of item purchased.  DO 
NOT WRITE OVER OR HIGHLIGHT ANY INFORMATION 
IN YOUR CLAIM

UPDATED 100316

http://www.logcom.marines.mil/portals/184/docs/sites/tvcd/files/PPM-Checklist-27-Mar-14.pdf
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ORDERS 

Original Orders NAVMC 11060 USMC WEB ORDERS 

Travel Line of Accounting (LOA)/Standard Document Number (SDN) must be on Orders in order to process 
claim.   
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POWER OF ATTORNEY 

 Submit a POA with your claim if
someone other than you, the
member, will be contacting TVCB
for information regarding your
PPM claim.

We will only speak to you or the
person that is designated by a
POA.

OPTIONAL 
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INFO 
DO NOT LOAD YOUR POV, POT, RENTAL VEHICLES OR TRAILERS WITH 

UNAUTHORIZED ITEMS TO INCREASE YOUR WEIGHT. HERE ARE A FEW 
EXAMPLES OF WAYS MEMBERS ATTEMPTED TO DEFRAUD THE GOVERNMENT. 

Is it worth it?? 
NO! 
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HOW TO SUBMIT CLAIM 
 Local USMC DMO via DTMS
 For retiring or separating members, scan and email to logcom.tvcbclaims@usmc.mil  in

ONLY pdf file not to exceed 5MB. If more than 5MB, submit claim in multiple emails. Be
sure your last name and the last 4 of your SSN is listed in the subject line – look over
your claim after scanned and before sending to be sure it is legible. We cannot access
documents attached using GOOGLE DRIVE or ICLOUD.

 For supplemental documents:  scan and email-address above or Fax (229) 639-7367
ATTN: TVCB Customer Service - ONLY pdf file not to exceed 5MB

 Mail  (USPS)**, FedEx, or UPS to:
  COMMANDING GENERAL 
  TRANSPORTATION VOUCHER CERTIFICATION BRANCH (TVCB) 
  BLDG 3700 RM 315 
  814 RADFORD BLVD SUITE 20262 
  ALBANY GA 31704-0262 

**NOTE:  It is recommended to send Return Receipt Requested with regular USPS mail. 
 TVCB PPM/DITY Line: (229) 639-6575  M-W-F 8 am – 4 pm EST  T & TH 8 am – 12pm EST

Note:  Please allow 45 days from submission date before inquiring on status-when leaving a 
message we need your name, last 4 of SSN, contact number, and a brief message. Please speak 
clearly. 

mailto:logcom.tvcbclaims@usmc.mil
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 HOW TO SUBMIT NAVY CLAIMS 

For Navy members:  HHG-Audit_PPM_Claims.fct@navy.mil

Mail option: Via regular mail (USPS), FedEx, or UPS to:
      BUSINESS SUPPORT DEPARTMENT 
      FISCN IN HHG AUDIT TEAM DIVISION CODE 302 
      1968 GILBERT STREET SUITE 600 
      NORFOLK VA 23511-3392

mailto:HHG-Audit_PPM_Claims.fct@navy.mil
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Personally Procured Move PPM Section 

Thank you 
for your  
Service 

Semper Fi 
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